
DOCUMENT RESUME

ED 386 536 CE 069 697

TITLE Everything You Need To Survive Tutoring. .

INSTITUTION Banff Public Library (Alberta).; Bow Corridor Adult
Literacy Project, Canmore (Alberta).; Canmore Public
Library (Alberta).

SPONS AGENCY Wild Rose Foundation (Alberta).
PUB DATE [90]

NOTE 12p.

PUB TYPE Guides Non-Classroom Use (055)

EDRS PRICE MFOI/PC01 Plus Postage.
DESCRIPTORS Adult Basic Education; *Adult Literacy; Foreign

Countries; *Literacy Education; *Reading Instruction;
Teaching Methods; *Tutoring; Tutors; Vocabulary
Skills; *Writing Instruction

IDENTIFIERS Alberta

ABSTRACT
This tutoring guide contains eight short sections of

instruction for tutors working with adult basic education students in
Alberta, Canada. Each section, introduced by a question, contains
tips for beginning tutoring and working with adult students in
literacy education classes. The sections cover the following topics:
(I) What is the problem?; (2) Who is this student?; (3) How do
start?; (4) What methods may I use?; (5) How do I set up goals?; (6)

What are the "be" and "don't" rules?; (7) Things to know and
remember?; and (8) What help can I get? A short additional
information sheet contains the English word pyramid and lists the 20
most useful words in English and the 50 words most often used in
writing letters and in reading. (KC)

***********************************************************************

Reproductions supplied by EDRS are the best that can be made
from the original document.

*******************A**************************************************



a

BOW CORRIDOR
ADULT LITERACY

PROJECT

WHAT IS THE PROBLEM?

Ce1

00

Everything You
Need to
Survive
Tutoring

WHO IS THIS STUDENT?

HOW DO I START?

WHAT METHODS MAY I USE?

HOW DO I 'SET UP- GOALS?

,,,,,.....-.0,

111110E0 sy Altai

/V-e-W/qi-e- 1

FOUNDATION
As allbsets esvataneat

Isaadsilse

7

WHAT ARE ME ME" & -pc:pm RULES?

THINGS TO KNOW AND REMEMBER?

U.S. DEPARTMENT Of I0OCATON
Office Ilducationel 11111141Ch and Improvement

Er A IONAL RESOURCES INFORMATION
CENTER (ERIC)

documont has been roproduced as
rectums, from the mason or orpanitehon
orogaiiihnp it
Minor champs hero boon mod* to improve
(*Production Quality

Points of v4wOrOfliOi$tatidirtthidOCU
mom do riot nocessenly reprmorit official
OERI position or policy

BEST COPY AVAILABLE

2

WHAT HELP CAN I GEO

"PERMISSION TO REPRODUCE THIS
MATERIAL HAS BEEN GRANTED BY

/16/,/
TO THE EDUCATIONAL RESOUF
INFORMATION CENTER (ERIC)."



i. INTRODUCTION
rA

i The Bow Corridor Adult Literacy Project has developed a program to help those citizens who have difficulty with riming
i., communicating in English.

tf you have a few hours a week, or even an hour a week that you could volunteer to work with a student on aone-to-one basis, plew
1"

: read on.

. If you have: - an ability to read - a willingness to learn
$ - a belief that adults can. learn - empattly with others

- en - patiencethusiasm
a willingness to accept others as they are - a desire to help others

T. Then: You can help in our volunteer program. By volunteering, you will:

s Are you willing to:

- provide a student whh invaluable personal attention.and instruction.
- let students know there are persons in the community who care enough to contribute as volunteers.

Work at least 2 hours per week?
- commit to the program tor at least 6 weeks?
- notify Ihe student prior to necessary absence ?
- attend a tutor training workshop ?

If you deddia tutoring is for you, you will be glad to know that you will be given help and guidance all along the way in working with tt:e
student assigned to you.

tt is important, however, that each student have Itte *special' person in their lives to help them. That person can be you if you hav
the time and patience to help.

WHAT IS THE PROBLEM?

Functional illiteracy is the inability to read, write and compute well enough to perform the basic tasks of daily life.

According to Statistics Canada (1990), 16% of Canadian adults have reading skills "too limited to allow them to deal with the majorityof written material encountered in everyday life." Another 22% can't cope with complex instructions.

Illiteracy is both a cause and a consequence of poverty and under-development

In all regions of the world the rate of illiteracy is higheramong women than men, yet there is a saying *educate a mother and you caneducate a family". Unfortunately, it is also true that if you neglect the education of the mother, the education of the children suffers.

The Canadian high-school drop-out rate is 30%, one of the highest in the industrial world. The high-school drop-out rate for children
from poor families is more than twice that of children from non-poor families. Sweden's drop-out rate has fallen in five years from 25%to 15%.

Of Canadian students who do complete high-school 15% are functional illiterates. Such adults are at a loss in an increasinglyinformation-based society. It is estimated that 40% of the new jobs created by the year 2000 will be highly skilled versus 24% in 1990.

The problem of illiteracy costs businesses approximately $4.2 billion a year - $1.6 billion from industrial accidents, $2.6 billion in lostproductivity.

Enemies of literacy - poverty, unemployment, poor health and housing, lack of child care, dysfunctional families, sexism, racism.

WHAT IS THE PROBLEM?

*1



WHO IS THIS STUDENT?

Check these common characteristics:

1. Lack of SO-confidence: Th6 adult who lacks reading skills: may feel very insecure and embarrassed...will tryto hide his reading
problem by turning down job advancement opportunities...will ce'en ask others to read or write for him.

2. Fear of School: This fear, which sometimes cannot be overcome, stems from the student's past unpleasant experiences:
promotions to next grade because of physical of physcial size rather than abilkf...ridicule by teachers or classmates
because he/she is slower than the rest.aejection by classmates because of irterior clothing or inability to attend
regularl...repeated failures on tests.

3. feefings of Heplessness; When a student doubts his/her inability to learn,the thinking process is blocked or retarded, and
feelings of anxiety and helplessness result Some signs of helpless feelings in students are: hostility expressed toward subject

- matter...persistent bewilderment or blocking in spite of several explanations...lack ofparticipation anti attention...feelings of
isolation: "no one cares.' .° I can't do anything' attitude... extreme shame concerning failures.., procrastination or
'forgetting's inability to start or continue work alone.

4. Weak Motivation: Under-educated adults, because of a life history of failure to achieve recognized standards of success: may
appear to lack motivation...may exhibit an attitude of almost complete resignation...may have poor dietary habits and thus tire 4

easily and be less alert.

; 5. Unusual Sensitivity to Non-verbal_Forms of Communication:With limited verbal skills, many under-educated adults: are extremely
sensitive to tone of voice, facial expressions, "body language" and other non-veriml clues..:tend to judge more by actions than
words...feel resentful if they think that teachers are talking down to them.4. leo"

6. Use of Defense Mechanisms., The higher the degree of illiteracy in an adult, the more likely he/she is to attempt to hide %

his/her under-education from friends and even from the teacher, by the use of the foliowing defense mechanisms: carryinc
a book or newspapercarrying pencils in a conspicuous placenot having eyeglasses when asked to readciting an
'injury to the writing hand when asked for a written responseexhibiting extremely well developed verbal expression and
vocabulary. 4

7. Tendency to Lose Interest Under-educated adults, just like average aduits students, will leave a clastroom situation
which does not fulfill their needs, psychological as well as academic. When signs of apathy appear, it is tne for the
teacher to muster all possible teaching skill, understanding, and imagination to recapture the student's interest The
teacher must remember also that the student may not perform class tasks as rapidly as younger students; however, they
can learn as well or better.

Potential; Adults who cannot read and write and yet are able tobope in a society made up of people who live by these
skills often exhibit a great deal of intelligence and common sense. Many of them hold jobs and bring up their families
and seem to be sucessful. However, it is also true that many have low academic aptitude or learning disabilities. Give
students confidence in their ability to learn.

: . English is a Second Languave (E.S L)* The majority of learners in the Bow Conidor Adult Literacy Project are new A
Canadians with varying degrees of literacy in theirown language. 1

3
4

WHO IS THIS STUDENT?

BEST COPY AVAILABLE

4



C`..- P.-

HOW DO I START?
First, let's define the term *functional illiteracy.° This relates to the inability of an individual to use reading, writing, and

-computational skills in every day life situations. For example,a functionally illiterate adult is unab:e to fill out anapplication, read
a medicine bottle, read a newspaper, locate a teie0 tone number in a directory, use a bus schedule or do qualitycomparison
Ahooping. In short, when confronted with printed materials, such people cannot function effectively.

After the initial *matching up' of tutor to student, comes thebig day of the first meeting. You will,prior to this first meeting,
have reao the characteristics of the under-educated adult, along with the do's and don'ts of the tutor.

It's now time toget acquainted. Thefollowing questionsmay be helpful in elicitingthe student'spersonal needs andarriving
at both short and long term goals. Explain that discussing questions will help him/her reach personal goals. We do not
recommendthat all ofthese questions beasked. Thecue should come fromthe student. Personalgoals will oftensurface through
this initial counselling session but reassessment and refinement of goals will be a continual process throughout instruction.1. What caused you to come for reading help now?

Why do you feel a need to learn to reador improve your reading at the present time?(Why now? This may be your primary motivation).2. What is the first thing you would choose to learn +.6 read?(If you could learn to read today, what woutd be the first thing you read?3. What things would you like to be able to read?4. In what ways would learning to read help you to get a job/get a better job/improve your performance on the job?

5. Can you tell me of a particular situation in which you have been embarrassed or in trouble because of your reading problem?
6. What do you like to do in your spare time?7. What doyou do best? What special talents or abilities do you possess?
If these questions fail to elicit the desired responses, be more specific as in the following suggestions:
(Be careful not to lead the studentinto a particular answer. You are attemptingto jar the memory or get him/herthinking about specific
personal problems. For instance, it may be better to say, "Do you need to learn more about doctors and medication?" Rather than,
'Would you like to learn to read labels on medicine bottles?)
8. Do you feel the need to learn more about any of the following subjects?

a.
b.
C.
d.
e.
1.

g.

income taxes
newspaper advertising
employment opportunes
reading utility bills
car maintenance
the court system
pre-natal care

h.

j.

m.
n.

legal problems
using a road map
labor unions
using the telephone
job applications
voting
reading the Bible

child care
time payments, credit cards, interest
getting a drivel's license
birth control information
heiping children with school work
health care/preventative medicine
using a checking account

Though you want to find out as much about your students as possible, they may be reluctant to talk about theirpast or personal life
until you get to know one anotherbetter. Talking about the futureand planning what you will workon together will ensure that you are
not probing too much about their past. Goal-setting activities provide a means for talkingwith students without getting too personal

about tt irbackgrounds. Remember "The first impression is a lasting one* is an old adagethat is verifiable through ourexperiences.

The first contacta student has in the program commandssuch importance that it can't be
over-exaggerated. THEWHOLE PURPOSE

OF THE FIRST VISIT IS TO MEET A SECOND TIME!
For ending the first day on a positive note, send that student home from that first meeting feeling good about himself.

IN P.'
HOW DO I START?



WHAT METHODS MAY I USE?

There are many different methods to be used in teaching reading. In the dose, interpersonal relationship as in the one-to-Or*, no one method or 'par answer dominates. Any successful method, however, is likely to be built upon mutual respect and-trust. The Irst method we will discuss is the *whole word' reading method, or "sight reading* method.

A sight word is a word that is recognized instantly. It is recognized as a whole not broken down into its letter parts. I
would recommend picking out a book at the student's reading level and witing words on separate note cards. It might be helpful132 write on the baok of the card a sentence using each word. He might like to take thesecards home to study.

. It is best to avoid teaching sight words which are similar in appearance on the same day. The number of words to teach)r; a lesson depends upon the individual student It is probably best not to exceed six words in a given lesson, especiallywithstudents in the initial stages of reading instruction. Always avoid frustration levels.

The second method we would recommend is the *Language Experience.' This method utilizes the student's own Ian-ouage.

There are six basic steps to follow:

1. Initiate conversation.
2. Record students exact words, making a carbon copy.
3. Read story and point to each word as you read.
4. Provide a reason for student to read it back to you - one sentence at a time if necessary.5. Select (with student) specific words to be learned.
6. Make word cards to practice new words.

to-

There are several good reasons to iry this method:

1. it is flexible and can be used with students at vatying levels of ability. It can even be adapted for use with a group.2. h is often successful with adults who have a history of negative school experiences. This method may bypass thelearning blocks* associated with tradtional textbooks and materials.
3. It teaches the student the written words can have personal meaning; it makes an immediate connection betweenthe spoken and the written word.
4. It builds feelings of pride and confidence as the student sees his own speech pmerved in writing.

1The four basic language experience methods are:

1. Diglatigaidethpst The teacher prints the student's exact words as he speaks (without correcting grammar.) Materi-als needed: lined paper, carbon paper, pen or pencil, not cards (for word cards.)

2. Transcription; The student speaks into a tape recorder. The teacher transcribes the story later (perhapstyping it) This works well with a group of students. Materials needed: Paper, carbon paper, tape recorder, notecards, pen or pencil, typewriter (optional).

3. Directed Writing; The teacher asks a question or begins a sentence and the studentasnswers or finishes thesentence. The teacher writes the sentence or sentences. Materials needed: Paper, carbon paper, pen or pencil,note cards.

4. free Writing; The student writes his own story (with the teachees help.) Thisworks best with more advancedstudents. Materials: Paper, carbon paper, tape recorder, pen or pendil, note cards.
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The third method is the Neurological-Imoress Method or Echo Method, The echo method is a technique which involve4 thAZ

Student's visual (sight), aural (hearing), oral (speech), and tactile (touch) abilities in the process of teaming to read The-student s'6:'

seated slightly in front of the teacher so that the teacher's voice is close to the student's ear. From the veryfirst session, thainstruclior!1

Snd student read the same material out loud together. It is generally advisable in the beginning sessions for the instructor to read 1

fittle louder and slightly faster than the student. In the initial sessions, the paragraphs or sentences are repeated several times ubfi',

I. normal, fluid reading pattern is established: In most cases,two or three minutes of repetitious patterning is sufficient .;11

Very little preliminary instruction is given to thestudent before the reading starts. He is told not to think of reading since wearit
training his eyes to slide across the paper. At no time is any correction done with the student When the instructorand student real:

together, his finger moves simultaneously under the spoken words in a smooth, continuous fashion at precisely the lame speed arvis

with the same flow as his verbal reading. If desired, the teacher may reach out and place his hand on the student's finger and ode'i
it to a smooth flowing movement It is a common habit for people not to move their fingers back rapidly enough. For the purpose f.
the NIM it is absolutely essential that the finger movements, voice, and words all be synchronized. 4.

One of the most important aspects of the NIM as far as the instructor is concerned is to forget conventional approaches to the;

teaching of reading and think more in terms of a student being exposed to correct reading processes. ft is recommended that th0

procedure be used for five minutes a day in a consecutive deity sessions. -4

At the start of echo reading, the reading materials used should be at a level slightly lower than thatwhich the reader is able tcr

handle adequately. By using material on which theleader has already experienced success, the teacher increases the probability that

the echo method will get off to a successful beginning. Material to be used with procedure should be varied to maintain the student*

interest. Newspapers, magazines, and other types of fiction and nonfiction books might be usad.

Before echo reading starts, some prelimenary instructions are given to the student. The studentis
accompanying pictures in the story. The teacher also indicates to the student not to be concerned with recding
student is asked to do as well as possible in terms of just saying the words. The student is toldonly to slide his
smoothly across the line of print without stopping or going back. At no time does the teacher attempt to correct
student may make.

told to disregard
at all; rather, the .1
or her eyes
any mistakes the

The fourth method is the 'Cloze° procedure. This is an extension of assisted reading which may be used once
beginning readers become familiar with the basic technique. This usually involves theomission of every flfth word in a
passage is able to fill in many of the missing words (or their synonyms) as a result of the meaning he derives from the
remainder of the text.

The Cloze procedure is ordinarily used to test the ability of readers to understand a particular selection.

-r



HOW DO I "SET UP" GOALS?

One of the most helpful things a tutor can do in working with a studei si is to help that student establish and work towardrealistic
goals. Be sure that the goals are the student's, not yours.

For example, the tutor may feel it's important for the student to team how to fill out job applications, but the student feels he needs
lo get his driver's license. If the tutor persists with teaching job applications, the student will probably leave the program because his
goals aren't being met.

Long-range goal% The student may tell you about a long-range goal. As you get to know nim and his abilities, you may
want to help him sharpen his focus on that goal. If a stirdent has goals that seem unrealistic, you can
help by making him aware of alternatives in his field of interest which may be more within his reach.

Lhort-range goals: For the most part, however, you and your student will be concerned witheetting and achieving short-
range goals; for example, learning to write his name, writing a letter to a relative, getting ready for a
driver's test, reading grocery ads. Realizing these goals will give the student the needed skills for using
literacy as a tool in daily life.

col lowing is a guide for a goal-setting interview.

INTERVIEW

Pose the =all= (Samples: when you came into the Program what were you hoping to accomplish? Can you think of
some times or places when you've been uncomfortable because you couldn't read or write well? What do you think you
need to learn to make you feel more confident and less dependent on other people?)

General conversation follows (Sometimes students are so used to being told what they must learn, and what they must
learn seems so abstract, that they may need to relate their education to their daily lives.)

Generate illernatixelt (Tutors can make a list of what the students want to do and what they feel is important for them to be
able to do, in order to give them a sense that there are several alternatives from which to choose.)

Weigh conseouences (Discussing consequences may counter the oossibility of setting the studentup for failure.)

Choose one to pursue (By deciding on a goal, students should begin to realize that taking action requres committment on
their part.)

Identify strengths (Before some students can deal with their limitaions, they may need to be made aware of their strengths.)

Course of actign (Students and tutors need to clarify their expectations of one another. Students must realize that action is
expected)



WHAT ARE THE "BE" & "DON'T" RULES?

BE positive rather than negative. Place yourself in the situation. It's a lot better to be sincerely complemented than
embarrassed by criticism and scolding. Drop "no" from your vocabulary. Try to teach without negative words.

courteous and thoughtful. This includes starting and stopping a lesson on time and being attentive to the student's
conversation about self and personal problems. If you are willing to listen, you'll be amazed how much your student can
teach you.

ready to keep a sense of humor. Make the session fun and never hesitate to admit a mistake or that you don't know
something. It can be a great learning situation together.

fiE patient. We all require understanding from others, and learning can be difficult when other problems in our lives are also
demanding attention.

BE careful to understand that every student has a lot of experience, information and knowledge even though formal education
may not have been adequate.

BE aware that you will often be the one who provides the encouragementto continue. This can often be handled by discussing
the progress made and charting or writing down what was learned. This will help the student see progress toward his/
her god.

flexible. Never think that because you've started in one method and manner that changes cannot be made. Think about
the way the student learns best Maybe he/she needs information nowthat you planned on later. Maybe the student needs
more of a challenge or perhaps a different approach. Rememberthat people learn differently. It can be helpful when the
areas of writing, listening anci readira are all used: It's up to you to find out what does sumeed.

B.E sure every lesson not only contains challenging work for the student but also contains enjoyable materials that can be
successfully handled.

B.E sure your student understands what he is to do. You can say too much. Say enough to be clear and then provide time
for questions and a little practise with the materials before the student begins working on his own. Writing down the
assignment also helps.

--111011111.11.

BE willing to have them participate, rather than just listen. Correcting their own papers can also help them learn what
still needs to be worked on.

BE cognizant that you are guiding them into independent learning. Everything you do should lead to that. Se glad they
tell you why something isn't working (i.e. materials, groups, etc.); that can mean they are analysing some of their
own learning needs.

BE aware that review for retention is necessary. Practice Is good, but not so much of it that it is just unthinking behaviour
in order to finish a page. However, allow for enough practice to learn a skill.

BE alert to problems needing special attention (hearing, visual, etc.), adapt to individual Warning styles. When possible
use total body involvement

BE sure to take time to make physical environment comfortable (lighting, seating, etc.) Take frequent enough breaks, .

and make sure the atmosphere in informal and relaxed.

jlata repeat a word after the pupil! It sounds patronizing and irritates adults.
Maa waste a second on a worth The first fifteen minutes are the most precious with illiterate adults. The lesson is best

when it is swiftest...when it is finished before the student realizes it has more than begun.
Ltata say 'no". Suggest another way of writing it or reading it.
Ma treat your students as children. They will be embarrassed as well as irritated.
gata try to teach too much material at any one time. It may be frustrating.

BEST COPY MAILABLE1)21:1 be discouraged if the student fails to attend every session. 9
tos disheartened of disillusioned itetter slew sessions. the 'math to" didnot work as *ntleinstad-



T-_* Things To Know? 10
words

account
for

25%
of all words used

50 works account for
60%

of all the words in our speech

100 words cover
60%

of all the words in reading and writing

1,000 words account for
85%

of all the words you will expect to find anywhere

THE ENGLISH
WORD PYRAMID

10,000 words are almost all, or
98%

of all the words you will encounter during your lifetime

..,

The 10 most useful words in English are:

a and be for have

These 50 words are used most often

in of that

jn writing letters;

the to 1
4
rti

1. I 8. in 15. have 21. at 27. all 33. had 39. he 45. would .2
i

2. the 9. we 16. will 22. was 28. so 34. our 40. get 46. she 4
3. and 10. for 17. her 23. with 29. me 35. from 41. do 47. when i
4. to 11. it 18. are 24. but 30. this 36. am 42. been 48. about 4
5. a 12. that 19. not 25. on 31. very 37. one 43. letter 49. they )
6.
7.

you
of

13. if
14. .your

20. as 26. is 32. my 38. him 44. can 60. any 4

These 50 words are found most often jn what you read:

1. the S. was 15. is 21. at 27. not 33. all 39. when 45. said

2. and 9. that 16. with 22. on 28. be 34. one 40. up 46. would

3.
4.

a
to

10.
11.

it
he

17.
18.

her
she

23.
24.

have
but

29.
30.

him
they

35.
36.

from
from

41.
42.

there
this

47.
48.

what
their

5. of 12. you 19. his 25. me 31. we 37. were 43. as 49. no

6. I 13. for 20. as 26. my 32. ask 38. or 44. out 50. if

7. in 14. had

THINGS TO REMEMBER?

An adult learner might quit at anytime. They came because theywanted to.

An adult learner has many responsibilities outside the classroom.

A student may be a successful and respected member of the community.

The student may be unemployed and unaware of job opportunities.

Every adult learner is a little different from any other adult.
1

A student may have different goals and values from those of the volunteer.

The VW to teacher feels about the student and the subject are crucial elements in any tuchingleaming situation.

I

_4



WHAT HELP CAN I GET?

There is no need to _feel that one cannot help people learn to rsad without a lot of expensivo material.

Use what you have. . Take what you can get. Make vihat you need.

The adult WOW knows many things. He needs to learn others in order to make his life easier:

use the telephone book
read a recipe in a cookbook
write a letter to a friend
read the job ads in the newspaper
fill c it a job application form
fill out a drivers kense form
deciphr the menu from a favourite place
read and understand something in a magazine
read directions on a medicine bottle
read Matp3
read signs
read bus schedules
read letters, cards, notes
read stories to soff and children
to be able to help one's child with his homawork
read voting machine directions, ballots, ameAdments
read words required in arithmetic - figuring pay deductions, addng items bought at a store, and figuring bills

With any of these skills to learn, everyday materials will suffice. The Bow Corridor Adult Literacy Proiect will, however, help yxr in other
ways; such as to provide reading materials on various reading levels, formats and interests; to provide encouragement and to assist
in training workshops for tutors.

If the adult learner is better off after a session than they were before...YOU HAVE BEEN SUCCESSFUL!

Learner's Motto:

I hear, I forget
I see, I remember
I do, I understand

When instructing:
1. Explain

2. Demonstrate
3. Encourage PRACTICE

If you are planning for a year, sow rice.
If you are planning for a decade, plant trees.

If you are planning for a lifetime, educate a person.
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